How to Request Help from your STS

To submit a work order go to the following website:
http://helpdesk.graniteschools.org/Public/CaseSubmit.asp

You can also reach this site by going to the Granite District website
(http://www.graniteschools.org), clicking on “Employees” and then “Technology Work Order”
or by simply clicking on the “Technology Work Order” icon on your desktop at school.
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CaseType: | -Selact- You will need to select the
choice that fits most closely
to the problem you are
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Then scroll down the page and continue filling out the next section.

Please enter a descoption of the work you need done. This can include requests for training from the ST5
group. If you are haang a technecal problem. a detailled deschpbon can help speed up completion of the
work oeder. Please include:

= Symptoms: What happans? When does it happen?

» Error Messages often hold the key 1o sohing @ probdam,  Please inchade the emor message word-
for-word when possible
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happaning after | installed & scanner,”

Weork Requast :

Provide as much detailed
information as you can. The
more you give, the better the
person coming to look at your
machine can prepare to fix it.
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# Whose equipment is itT Whea is the work order for™
= Example: “TBM 30 3L computer, Boom A2, John Doe”

Give as much
information as
you can.
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What b= the non-lechmeal effect of this problem? How does il affect you?

Example: “This s the libeary circulation compuber and since it woe oot we either kave 1o cloge the library
of do everything by hand =

Give a one sentence description of
how your classroom is being
affected.
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